CITY OF SAN ANTONIO
PURCHASING DEPARTMENT

Issued By: DG Datelssued: October 17, 2003
BID NO.: A957-04 Page 1 of 12

INFORMAL INVITATION FOR BIDS
ANNUAL CONTRACT FOR PRINTING SERVICES

Sealed bids in triplicate, subject to the Specifications and Generad Requirements of this Invitation for Bids and other
contract provisions, will be received at the office of the Purchasing Department, 131 W. Nueva until 10:00 am. Central
Time October 31, 2003.

The City of San Antonio Purchasing Department is willing to assist any bidder(s) in the interpretation of bid provisons or
explanation of how bid forms are to be completed. Assistance can be received by visiting the Purchasing Office in the
City Hall Annex, 131 W. Nueva, or by calling (210) 207-7260.

It is the policy of the City of San Antonio to involve qudified Small, Minority, Woman-owned, and local businessin
construction, procurement, professional services, and leases and concessions contracting. The City of San Antonio has
established the following minority business enterprise (MBE) and woman business enterprise (WBE) utilization goals:

MBE God: 15% WBE God: 10%
AABE God: 3% SBE God: 50%

This invitation includes these forms;
Bid Invitation Specifications and Genera Requirements
Terms and Conditions of Invitations for Bids Price Schedule

The undersigned, by his’lher signature, represents that he/she is authorized to bind the bidder to fully comply with the
Specifications and General Requirements for the amount(s) shown on the accompanying bid sheet(s). By signing below,
you have read the entire document and agreed to the terms therein.

Firm Name: Telephone
Number:
Address: City, State, Zip
Code:
Signer’s
Name:
Signature of Person Authorized to Sign Bid (Please Print or Type)

Please complete the following:

Email Address:

Prompt Payment Discount: % days. (If no discount is offered, Net 30 will apply.)
Please check the following blanks which apply to your company:

Ownership of firm (51% or more):

FORCITY USEONLY AWARD

Items Accepted: Ordinance No: Date: Amount:

Approved: CITY OF SAN ANTONIO
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___Non-minority __ Hispanic ___AfricannlAmerican ___ Other Minority (specify)

_ FemadeOwned __ Handicapped Owned __ Smal Business (less than $1 million annual receipts or 100 employees)
Indicate Status. ___ Partnership ___ Corporation _ Sole Proprietorship _ Other (specify)

Tax Identification Number: Social Security Number: =~ - -

TERMSAND CONDITIONS OF INVITATIONS FOR BIDS

Read Carefully

1. GENERAL CONDITIONS

Bidders are required to submit their bids upon the following expressed conditions.
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(0)
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Bidders shall thoroughly examine the drawings, specifications, schedule(s), instructions and all other contract
documents.

Bidders shall make all investigations necessary to thoroughly inform themselves regarding plant and facilities
for ddlivery of material and equipment as required by the bid conditions. No plea of ignorance by the bidder of
conditions that exist or that may hereafter exist as a result of failure or omission on the part of the bidder to
make the necessary examinations and investigations, or failure to fulfill in every detail the requirements of the
contract documents, will be accepted as a basis for varying the requirements of the City or the compensation
to the vendor.

Bidders are advised that al City contracts are subject to al lega requirements provided for in the City Charter
and/or applicable City Ordinances, state and federal statutes. Any bid, after being opened, becomes subject to
the Open Information Act, V.T.C.A. Government Code Chapter 552, therefore vendors must clearly indicate
any portion of the submitted bid that the vendor claims is not subject to public inspection under the Open
Information Act.

No officer or employee of the City shal have a financid interest, direct or indirect, in any contract with the
City, or shdl benefit financidly, directly or indirectly, in the sde to the City of any materids, supplies or
services, except on behdf of the City as an officer or employee. This prohibition extends to the City Public
Service Board, San Antonio Water System, and al City boards and commissions other than those which are
purdy advisory. Inthisinstance a City employee is defined as any employee of the City who is required to file
afinancia involvement report pursuant to the City’ s ethics ordinance.

2.  PREPARATION OF BIDS

Bids will be prepared in accordance with the following:
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All information required by the bid form shall be furnished or the bid may be deemed non responsive. The
bidder shdll print or type name and manualy sign the schedule.

Where there is an error in extension of price, the unit price shal govern.

Alternate bids may be allowed at the sole discretion of the City.
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Proposed ddlivery time must be shown and shall include weekends and holidays, unless specified otherwise in
Invitation for Bids.

Bidders will neither include federd taxes nor State of Texas limited sales excise and use taxes in bid prices
since the City of San Antonio is exempt from payment of such taxes. An exemption certificate will be signed
by City where applicable upon request by bidder.

3. DESCRIPTION OF SUPPLIES

Any catalog or manufacturer’s reference used in describing an item is merely descriptive, and not restrictive, unless
otherwise noted, and is used only to indicate type and quality of material. Each bid must clearly identify the proposed
product, the quantity of the product, model, and type, as applicable. Prorata adjustments to packaging and pricing
may be alowed at the sole discretion of the City.

4.  SUBMISSION OF BIDS

(@

(0)

(©

@

Bids shall be enclosed in sealed envelopes addressed to the Purchasing Department, City of San Antonio. The
name and address of bidder, the date and hour of the bid opening and the title of the bid solicitation shal be
placed on the outside of the envelope.

Bids must be submitted on the forms furnished. Facsmile bids must be submitted in accordance with Par. 4
(a) above. Bids, however, may be modified provided such modifications are sedled and received by the
Purchasing Department prior to the time and date set for the bid opening. However, the City of San Antonio
shall not be responsible for lost or misdirected bids or modifications.

SAMPLES: Samples may be requested for evaluation and must be provided within ten calendar days a no
expense to the City of San Antonio. Failure to provide samples will diminate vendors from bid consideration.
Samples will be returned upon request, otherwise samples will become property of the City of San Antonio, ten
days after award of the contract.

By submittal of this bid, bidder certifies to the best of higher knowledge that al information is true and correct.

5. REJECTION OF BIDS
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The City may reject abid if:
1. Thebidder misstates or conceals any material fact in the bid; or
2. Thebid does not strictly conform to law or the requirements of the bid;

3. Thebid is conditional, except that the bidder may qualify the bid for acceptance by the City on an “All or
None” basisor a“Low Item” bass. An “All or Non€” basis bid must include al items upon which bids
areinvited.

In the event that a bidder is or subsequently becomes delinquent in the payment of his, her or its City taxes,
including state and local sales taxes, such fact shall congtitute grounds for rejection of the bid, or if awarded
the bid, for cancellation of the contract. However, the City reserves the right to deduct any delinquent taxes
from payments that the City may owe to the delinquent bidder as a result of such contract.
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The City may, however, rgiect al bids whenever it is deemed in the best interest of the City to do so, and may
reject any part of a bid unless the bid has been qudlified as provided in 5 (8) 3 above. The City at its sole
discretion may also waive any minor informalities or irregularities in any bid, to include failure to submit
sufficient bid copies, failure to submit literature or similar attachments, or business affiliation information.

WITHDRAWAL OF BIDS
Bids may not be withdrawn after the time set for the bid opening, unless approved by the City Director of
Purchasing.

LATE BIDSOR MODIFICATIONS
Bids and modifications received after the time set for the bid opening will not be considered.

CLARIFICATION TO BID SPECIFICATIONS
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If any person contemplating submitting a bid for this contract is in doubt as to the true meaning of the
specifications, other bid documerts, or any part thereof, he/she may submit to the City Director of Purchasing
on or before five calendar days prior to scheduled opening, a request for clarification. All such requests for
information shall be made in writing and the person submitting the request will be responsible for its prompt
ddivery. Any interpretation of the bid, if made, will be made only by addendum duly issued. A copy of such
Addendum will be mailed or delivered to each person receiving bids. The City will not be responsible for any
other explanation or interpretation of the proposed bid made or given prior to the award of the contract. Any
objections to the specifications and requirements as set forth in this bid must be filed in writing with the
Director of Purchasing on or before five calendar days prior to the scheduled opening.

The City reserves the right to request clarification to assist in evauating the vendor’s response when the bid
response is unclear with respect to product pricing, packaging or other factors. The information provided is
not intended to change the bid response in any fashion and such information must be provided within two days
from request.

DISCOUNTS
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Prompt payment discounts will be considered in making the award provided the period of the discount offered
is sufficient to permit payment within such period in the regular course of business (minimum ten days).

In connection with any discount offered, time will be computed from the date of receipt of supplies or services,
or from the date a correct invoice is received, whichever is the later date. Payment is deemed to be made on
the date of mailing of the check.

AWARD OF CONTRACT
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The contract will be awarded to the lowest responsible bidder whose bid, conforming to the Invitation For Bids,
is most advantageous to the City, price and other factors considered.

The City reserves the right to accept any item or group of items on this bid, unless the bidder quaifies hisher
bid by specific limitations. Re Par.5 (a) (3) above.

A written award of acceptance (manifested by a City Purchase Order) and appropriation mailed or otherwise
furnished to the successful bidder results in a binding contract without further action by ether party.
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The City of San Antonio reserves the right to utilize previous purchases as a basis for evaluation of bids when
future usages are unable to be determined.

Upon award of a contract, the vendor is obligated to deliver the goods to the destination specified in the
Invitation for Bids or the Purchase Order and bears the risk of loss until delivery. If this Invitation for Bids or
Purchase Order does not contain delivery instructions, bidders shall request instructions in writing from the
Director of Purchasing. If the delivery instructions contained in the Invitation for Bids allocate ddivery costs
and risks in a manner contrary to this section, the provisions of this Invitation for Bids shall prevail.

Breaking of tie bids shal be in accordance with V.T.C.A. Loca Government Code § 271.901.

Although the information furnished to bidders specified the approximate quantities needed, based on the best
available information where a contract is let on a unit price basis, payment shdl be based on the actud

quantities supplied. The City reserves the right to delete items, prior to the awarding of the contract, and
purchase said items by other means; or after the awarding of the contract, to increase or decrease the
quantities bid in accordance with § 252.048 of the Texas Local Government Code. No changes shall be made
without written notification of the City.

Either party may cancel the contract at any time after award. The City shall be required to give the vendor
notice 30 days prior to the date of cancellation of the contract. The vendor shall be required to give the
City written notice 60 days prior to the date of cancellation of the contract.

City retains the right to terminate this contract at the expiration of each of City's budget periods. This contract
is conditioned on a best efforts attempt by City to obtain and appropriate funds for payment of any debt due by
City herein.

PERFORMANCE DEPOSIT
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The following provisions shall apply only when a performance deposit is specified as required in this Invitation
for Bids.

The successful bidder(s) must furnish the City of San Antonio with a performance deposit in the amount set
forth in the Invitation For Bids. This deposit is not to be submitted with the bid, but must be presented to the
Purchasing Department within ten days from request.

The City of San Antonio will not enter into a contract or issue a purchase order until the successful bidder has
complied with the performance deposit provisions.

The performance deposit shal be in the form of a performance bond (in a form acceptable to the City
Attorney), cashier’s check, certified check upon a state or national bank or trust company, or a check on such
bank or trust company signed by a duly authorized officer thereof (checks to be drawn payable to the City of
San Antonio), or a Certificate of Deposit from such bank or trust company assigned to the City of San
Antonio, or an irrevocable letter of credit from a state or national bank or trust company.

The performance deposit of the successful bidder(s) shal be returned by the City upon completion of the
contract and final acceptance of all items in accordance with condition thereof.

Failure of vendor to perform any of the services required by this contract within ten days of receipt of written
demand for performance from City, or failure of vendor to correct or replace defective goods or products
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within ten days from receipt of written demand therefore, shal congtitute a total breach of this contract and
shall cause this contract to terminate immediately upon the expiration of the 10-day period. In the event of
such termination, the performance deposit shal be retained by the City of San Antonio as liquidated damages,
based upon mutua agreement and understanding between vendor and City at the time this bid is solicited,
submitted and accepted, that the City of San Antonio is a governmenta agency engaged in public projects, and
that the measurement of damages, which might result from a breach of the terms and specifications herein is
difficult or impossible to determine. However, the Director of Purchasing, with the concurrence of the City
Manager, may return dl or part of the performance deposit to the vendor if the Director determines, in the
Director’s sole discretion, that the failure to perform the conditions of this contract was the result of acts or
events over which the vendor had no control. The determination shall then be final and binding on al parties.
ASSURANCE OF COMPLIANCE - EQUAL EMPLOYMENT OPPORTUNITY AND SMALL AND/OR
MINORITY BUSINESS ADVOCACY REQUIREMENTS

It is the policy of the City of San Antonio that Small and/or Minority Business Enterprises shall have the maximum
practicable opportunity to participate in the performance of public ontracts. Bidder agrees that if this bid is
accepted, he/she will not engage in employment practices which have the effect of discriminating against employees
or prospective employees because of race, color, religion, national origin, sex, age, handicap o politica belief or
affiliation. In addition, bidder agrees, by submittal of this bid, that he/she will abide by dl applicable terms and
provisions of this Nondiscrimination Clause and the Small and/or Minority Business Advocacy Clause, these clauses
available in the City’ s Department of Economic and Employment Development and the City Clerk’s Office.

INDEPENDENT CONTRACTOR

It is expresdy understood and agreed by both parties hereto that the City is contracting with the successful bidder as
an independent contractor. The parties hereto understand and agree that the City shal not be liable for any claims
which may be asserted by any third party occurring in connection with the services to be performed by the
successful bidder under this contract and that the successful bidder has no authority to bind the City.

BID RESULT REQUEST

Any party who wishes to be provided documents relating to the bid results shall make arequest in writing. Pursuant
to state law, the City may assess afee in order to recoup the cost related to providing the requested information.

PATENTS/COPYRIGHTS

The successful bidder agrees to indemnify and hold the City harmless from any claim involving patent infringement
or copyrights on goods supplied.

INDEMNITY

(8 CONTRACTOR covenants and agreesto FULLY INDEMNIFY and HOLD HARMLESS, the CITY
and the elected officias, employees, officers, directors, and representatives of the CITY, individudly or
collectively, from and against any and al costs, clams, liens, damages losses, expenses, fees, fines, penalties,
proceedings, actions, demands, causes of action, liability and suits of any kind and nature, including but not
limited to, persona injury or death and property damage, made upon the CITY, directly or indirectly arisng out
of resulting from or related to CONTRACTOR'’S activities under this CONTRACT, including any acts or
omissons of CONTRACTOR, any agent, officer, director, representative, employee, consultant or
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subcontractor of CONTRACTOR, and ther respective officers, agents, employees, directors and
representatives while in the exercise or performance of the rights or duties under this CONTRACT, dl
without, however, waiving any governmental immunity available to the CITY under Texas Law and without
waiving any defenses of the parties under Texas Law. The provisions of this INDEMNIFICATION are
solely for the benefit of the parties hereto and not intended to create or grant any rights, contractua or
otherwise, to any other person or entity. CONTRACTOR shal promptly advisethe CITY inwriting of any
claim or demand against the CITY or CONTRACTOR knownto CONTRACTOR related to or arisng out
of CONTRACTOR'’S activities under this CONTRACT and shdl see to the investigation and defense of
such claim or demand at CONTRACTOR’S cost. The CITY shdl have theright, at its option and at its own
expense, to participate in such defense without relieving CONTRACTOR of any of its obligations under this

paragraph.

(b) Itisthe EXPRESS INTENT of the parties to this contract, that the INDEMNITY provided for in this
section, isan INDEMNITY extended by CONTRACTOR to INDEMNIFY, PROTECT and HOLD
HARMLESS the CITY from consequences of the CITY’S OWN NEGLIGENCE, provided however, that
the INDEMNITY provided for in this section SHALL APPLY only when the NEGLIGENT ACT of the
CITY isa CONTRIBUTORY CAUSE of the resultant injury, death, or damage, and shal have no
gpplication when the negligent act of the CITY is the sole cause of the resultant injury, death, or damage.
CONTRACTOR further AGREES TO DEFEND, AT ITS OWN EXPENSE and ON BEHALF OF
THE CITY AND IN THE NAME OF THE CITY, any clam or litigation brought against the CITY and
its elected officias, employees, officers, directors and representatives, in connection with any such injury,
degth, or damage for which thisINDEMNITY shdl apply, as set forth above.

INSURANCE

If required, specific insurance provisons will be included in bid specifications. An origina , certified copy of an
insurance certificate must be submitted within ten days from request. The successful bidder will be required to
maintain at all times during performance of the contract the insurance detailed in bid specifications. Failure to
provide this document may result in disqudification of kid.

ACCEPTANCE BY CITY

The City shall have a reasonable time (but not less than 30 days) after receipt to inspect the goods and services
tendered by Seller. The City at its option may reject al or any portion of such goods or services which do not in
City’ s sole discretion comply in every respect with each and every term and condition of the purchase contract. The
City may elect to reject the entire goods and services tendered even if only a portion thereof is nonconforming. If
the City eects to accept nonconforming goods and services, the City, in addition to its other remedies, shal be
entitled to deduct a reasonable amount from the price thereof to compensate the City for the nonconformity. Any
acceptance by the City, even if non-conditiondl, shall not be deemed a waiver or settlement of any defect in such
goods and services.

WARRANTY

The supplies or services furnished under this contract shall be covered by the most favorable commercia warranties
given to any customer for same or similar supplies or services.
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20. CHANGE ORDERS

No ora statement of any person shall modify or otherwise change, or affect the terms, conditions or specifications
stated in the reaulting contract. The City of San Antonio Purchasing Department will make all change ordersin
writing.

21. ASSIGNMENT

The successful bidder shall not sell, assign, transfer or convey this contract in whole or in part, without the prior
written consent of the Purchasing Department.
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SPECIFICATIONS AND GENERAL REQUIREMENTS

PERIOD OF CONTRACT: Thiscontract shdl be for the period beginning upon award and terminating September 30,
2004.

The City reserves the right to extend the contract period up to one (1) additiona year based on theinitid bid submitted,
upon mutua consent of the City of San Antonio and the contractor.

SCOPE: The City of San Antonio is soliciting bids for services of a printing firm to supply printed materid. The City’s
requirements that are included in this bid are letterhead, envelopes and invitations.

STANDARD REQUIREMENTS

1) Prospective bidders must prove beyond any doubt to the City Purchasing Manager that they are duly qualified,
capable, and bondable, etc. to fulfill and abide by the specifications herein listed.

2) When contractor cannot abide by terms and conditionsin fulfilling the contract, contractor must supply service or
supplies from other sources at the contract price. 1 contractor delays in the above, the City reserves the right to
purchase on the open market and charge contractor the difference between contract price and the purchase price.

3) The Annud Contract shdl include the following terms and conditions.

a An Annud Contract purchase order will be issued for each City agency authorized to place orders againgt this
annud contract. This contract purchase order will not list individua items or prices. Vendor must have the
Contract Purchase Order before making any ddivery. Payment will be made by the City on amonthly basis.

b. All invoices must be submitted in duplicate and show each purchase order number and corresponding City
agency. Invoices must be legible. Items billed on invoices must be specific as to gpplicable stock, manufacturer,
catadog or part number (if any). All items must show unit prices or otherwise specified. If prices are based on
discounts from ligt, then list prices, discountsin terms of percentage, and net prices must be shown. If prices are
based on ligt prices bass, then the ligt prices, the "plus’ in terms of percentage, and net unit prices, extensons and
net total prices must be shown. In connection with any term discount offered, time will be computed from the
firgt of the month following receipt of supplies or services, or acorrect invoice. Payment is deemed to be made
on the date of mailing of the check. (Paragraph 9B on the Terms and Conditions of Invitations for Bidsis hereby
deleted.)

c. Bidders facilities and equipment will be a determining factor in making the bid award. All bidders will be subject
to ingpection of their facilities and equipment.

4) THECITY OF SAN ANTONIOWILL MAKE THE AWARD TO ONE FIRM ONLY .

5) Prices must remain firm for the duration of the contract period.
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6) The City reservesthe right to extend the term of the contract in 30 day increments, not to exceed 90 daystota with
written notice to the vendor; provided, that the City shal give the vendor a preliminary written notice of itsintent to
extend at least 10 days before the contract expires. The preliminary notice does not commit the City to an extension.

GENERAL REQUIREMENTS:

Camera-ready artwork will be furnished with al requests. All artwork will remain the property of the City of San
Antonio and will be returned upon request.

Note: Pickup of requests and delivery will be scheduled as needed. At thistime, Contractor will pickup order and
delivery completed jobs. On occasion, if aspecid rush order is required, the Contractor will be responsible for ddivery
and pickup.
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PRICE SCHEDULE

ITEM I: Printing return address on #10, sub 24, white wove envelopes, 500 per box, plan,
one color ink black VS 102.

Price per box (500) $

Approximate Quantity - 250 boxes per year

ITEM Il:  Printing return address on #10, sub 24, white wove envelopes, 500 per box, plan,
one color ink reflex blue VS 306.

Price per box (500) $

Approximate Quantity - 100 boxes per year

ITEM Il1: Printing return address on #10, sub 24, white wove envelopes, 500 per box, plan,
one color ink dutch fire ball red VS 329.

Price per box (500) $

Approximate Quantity - 50 boxes per year

ITEM IV: Printing letterhead on, 81/2 X 11, sub 24, bright white wove, 25% cotton, 500 per box,
one color ink reflex blue VS 306.

Price per box (500) $

Approximate Quantity - 150 boxes per year

ITEM V:  Printing letterhead on, 81/2 X 11, sub 24, bright white wove, 25% cotton, 500 per box,
one color ink dutch fire ball red VS 329.

Price per box (500) $

Page 11 of 12
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Approximate Quantity - 75 boxes per year

ITEM VI: Printing invitations on, 6 Bar panel cards, Nu-White, per 50,
one color ink black VS 102.

Price per (50) $

Approximate Quantity - 5,000 per year

ITEM VII: Printing invitations on, 6 Bar panel cards, Nu-White, per 50,
one pantone colored ink.

Price per (50) $

Approximate Quantity - 2,500 per year
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IMPORTANT MAILING INSTRUCTIONS:

MAIL TO: CITY OF SAN ANTONIO
PURCHASING & GENERAL SERVICES
P.O. BOX 839966
SAN ANTONIO, TX 78283-3966

PHYSICAL ADDRESS: PURCHASING & GENERAL SERVICES
CITY HALL ANNEX
131 WEST NUEVA
SAN ANTONIO, TEXAS 78204

MARK ENVELOPE: "BID TO FURNISH PRINTING SERVICES'
BIDSTO BE OPENED: 10:00 A.M., OCTOBER 31, 2003
BID NO. A957-04

REMARKS:



